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AGENDA

COMMITTEE ON HUMAN RESOURCES/INSURANCE

October 30, 2007 5:00 PM

Aldermen Gatsas, Shea, Aldermanic Chambers

Garrity, Pinard, Duval City Hall (3" Floor)
1. Chairman Gatsas calls the meeting to order.

2. The Clerk calls the roll.

3. Communication from Virginia Lamberton, Human Resources Director,
submitting a proposed reclassification of Legislative Assistant, salary grade
16 to a new title of Purchasing Assistant, salary grade 12.
(Note: recommend that the incumbent be frozen until such time as the
current salary is equivalent to the Purchasing Assistant salary grade.)
Gentlemen, what is your pleasure?

4. If there is no further business, a motion is in order to adjourn.
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September 12, 2007

Alderman Ted Gatsas, Chairman

Human Resource and Insurance Committee
City of Manchester

One City Hall Plaza

Manchester, New Hampshire 03101

Re: Reqguest for Reclassification

Dear Alderman Gatsas and Members of the Committee:

Last winter a position was reassigned from the City Clerk’s Office to the Highway Department.
The position, Legislative Assistant, was assigned to work with the centralized purchasing
program in the Highway Department under the direct supervision of the Purchasing Agent.

The duties that are assigned to a Legislative Assistant are significantly different than those that
are needed to work with the Purchasing Agent. Therefore, we decided to wait six or seven
months to determine what the proper job title and salary grade should be for the Purchasing
Assistant function. We have now concluded a position review and have determined that the
Legislative Assistant position, salary grade 16, should be reclassified to a new title of Purchasing

Assistant, salary grade 12.

I am attaching a proposed class specification for your review and information. The class
specification has been reviewed and revised by the Purchasing Agent and her manager at the
Highway Department. As you will note, the general statement of duties for the Purchasing
Assistant are to assist the Purchasing Agent in the procurement of goods and services. This
position works under the direct supervision of the Purchasing Agent or other designated person to
assist in the purchasing processes pursuant to Municipal Codes and related guidelines. Some
examples of work are to check purchase requisitions, review and approve purchase requisitions
for goods and services, generate purchase orders as needed, maintains and updates files, etc. ete.
As you can see, the level of the duties are those of a clerical support person. The level of
responsibility for these duties is consistent with other class specification that are at a salary

grade 12,
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Pursuant to Ordinance 33.046 (G), Entrance Pay Rates, the incumbent of this position should go
from an annual salary of $42,536 to $33.412. Rather than reducing her pay, I would recommend
that her salary be frozen until such time as her current salary is equivalent to the Purchasing
Assistant salary grade. Therefore, she would not be eligible for any merit or longevity increases
until step 9 of salary grade 12 is equal to $42,536.

I would be happy to answer any questions that you might have. Iam attaching a copy of the
proposed class specification for Purchasing Assistant as well as Legislative Assistant.

Your favorable approval of this reclassification would be greatly appreciated.
Respectfully submitted,

Sgii. & Fonhisr=

Virginia A. Lamberton
Human Resources Director

Cc: Frank Thomas, P.E., Director



ity of Manchester
Nefo Hampshire

In the year Two Thousand and ~ Seven

AN ORDINANCE

“Amending Sections 33.024, 33.025, & 33.026 (Purchasing Assistant) of the Code of
Ordinances of the City of Manchester.”

BE IT ORDAINED, By the Board of Mayor and Aldermen of the City of Manchester,
as follows:

SECTION 33.024 CELASSIFICATION OF POSITIONS be amended as follows:

Establish Purchasing Assistant, Class Code 1121

SECTION 33.025 COMPENSATION OF POSITIONS be amended as follows:

Establish Purchasing Assistant, Class Codel121, Grade 12

SECTION 33.026 CLASS SPECIFICATIONS be amended as follows

Establish Purchasing Assistant, Class Code1121, Grade 12 non-exempt
(Class Spec. attached)

This Ordinance shall take effect upon its passage and all Ordinances or parts of
Ordinances inconsistent therewith are hereby repealed.



City of Manchester, New Hampshire

Class Specification

This is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not intended to
describe and does not necessarily list every duty for a given position in a classification.

Legislative Assistant

Performs administrative support to the areas of legislative process, documents, policies and procedures
and for city clerk operations; performs directly related work as required.

The principal function of an employee in this class is to provide clerical support in the area of technical
documents, legislative requirements, policies and procedures in the administration of city clerk functions..
The work is performed under the supervision and direction of the City Clerk or Deputy City Clerk but
considerable leeway is granted for the exercise of independent judgement and initiative. The nature of the
work performed requires that an employee in this class establish and maintain effective working
relationships with other City employees, the Board of Mayor and Aldermen, business and community
organizations and the public. The principal duties of this class are performed in 2 general office

environment.

e Oversees special projects for the Department, including grant writing, administration of
campaign reporting, and special events such as inaugurations and City Hall functions;

o Prepares legislation and review codification updates;

. Oversees coordination of and/or prepares policies and procedures manuals and related

materials for departmental operations;
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J Transcribes and prepares letters, minutes, reports, statements, grant applications,
specifications, contracts, memoranda, notices, resolutions, budgets, presentations, and other
related materials, including confidential correspondences and reports;

o Represents City Clerk or Deputy City Clerk in connection with other governmental agencies
or associations in areas of work assigned;

® Attends meetings of the Board of Mayor and Aldermen or its committees as directed including
note-taking and procedural advising to members when addressed,

. Provides technical support and oversight of election duties as requested;

o Provides needed information and demonstrations concerning how to perform certain work
tasks to new employees in the same or similar class of positions;

® Responds to citizens’ guestions and comments in a courteous and timely manner;

] Keeps immediate supervisor and designated other fully and accurately informed concerning

work progress, including present and potential work problems and suggestions for new or
improved ways of addressing such problems;

. Attends meetings, conferences, workshops and training sessions and reviews publications and
audio-visual materials to become and remain current on the principles, practices and new
developments in assigned work areas;

. Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

¢ Performs other directly related duties consistent with the role and function of the
classification.

| Substantial knowledge of current principles and practices associated with legisiative process;

. Thorough knowledge of modern office procedures, practices and equipment;

. Thorough knowledge of modern office filing systems and procedures,

¢ Some knowledge of public administration and municipal government activities relating to
departmental operations;

s Ability to train, evaluate and coordinate the work of others;

J Ability to prepare and review legislative documents;

e Ability in writing to prepare correspondences according to standard business practices;

s Ability to accurately type correspondences, reports and memoranda;

J Ability to learn City policies and Departmental rules, procedures, practices and objectives;

° Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

e Ability to understand and follow oral and/or written policies, procedures and instructions;

¢ Ability to prepare and present accurate and reliable reports containing findings and
recommendations;r

J Ability to operate a personal computer using standard or customized software applications
appropriate to assigned tasks;

. Ability to use logical and creative thought processes to develop solutions according to written

specifications and/or oral instructions;
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] Ability to perform a wide variety of duties and responsibilities with accuracy and speed under
the pressure of time-sensitive.deadlines;

J Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

] Integrity, ingenuity and inventiveness in the performance of assigned tasks.

U Graduation from an accredited college or university with an Associate’s Degree in Public
Administration, Business Administration or closely related field; and

s Considerabie experience in general office operations with utilization of a variety of computer
applications; or

] Any equivalent combination of experience and training which provides the knowledge, skills

and abilities necessary to perform the work.

e None.

] Sufficient clarity of speech and hearing or other communication capabilities, with or without
reasonable accommodation, which permits the employee to communicate effectively;

) Sufficient vision or other powers of observation, with or without reasonable accommodation,
which permits the employee to review a wide variety of materials in electronic or hardcopy
form;

. Sufficient manual dexterity with or without reasonable accommodation, which permits the
employee to operate a personal computer, telephone and related equipment;

J Sufficient personal mobility and physical reflexes, with or without reasonable
accommodation, which permits the employee to function within the general office
environment.

Approved by: -~ _BMA Date: 1/2/101
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DRAFT

City of Manchester, New Hampshire

Class Specification

This Is a class specification and not an individualized job description. A class specification defines the
general character and scope of responsibilities of all positions in a job classification, but it is not
intended to describe and does not necessarily list every duty for a given position in a classification.

Purchasing Assistant

= Y

| General Statementof Duties .

To assist Purchasing Agent in the procurement of goods and services; performs related work as
required.

The principal function of an employee in this class is to work under the direct supervision of the
Purchasing Agent or other designated personnel to assist in the purchasing processes pursuant to
Municipal Code and related guidelines. Some leeway is granted for the exercise of independent
judgment and initiative. The nature of the work performed requires that an employee in this class
establish and maintain effective working relationships with other City employees, outside vendors
and the public. The principle duties of this class are performed in a general office environment.

procurement problems;

U Reviews and approves purchase requisitions for goods and services;

U Generates purchase orders as needed and required;

» Generates credit purchase orders;

. Requests, compiles and prepares correspondence for vendors and bid process;

0 Maintains and updates vendor and data files;
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e Completes purchase requisition forms and prepares correspondence for vendors and bid
process;

s Requisitions supplies and materials for Department as requested, applying City
guidelines and policies; _ .

e Obtains telephone and internet quotations for use in purchasing supplies, materials,
equipment and services,

o P-Cards ~ incumbent is required to match up receipts with what is in the system, enters
item description, account line item, work ofder, job number, etc., into HTE,;

® Maintains Toter inventory and database;

® Inputs monthly gasoline transactions;

s Schedules vehicie inspections;

s Compiles data, assembles using spreadsheets or related computer applications and -
publishes reports as requested;

° Answers inquiries/questions from City Departments regarding existing purchasing
procedures;

o Writes reports as required,

. Keeps immediate supervisor and designated others fully and accurately informed

concerning work progress, including present and potential work problems and
suggestions for new or improved ways of addressing such problems;

) Attends meetings, conferences, workshops and training sessions and reviews
publications and audio-visual materials to become and remain current on the principles,
practices and new developments in assigned work areas;

e Responds to citizens’ questions and comments in a courteous and timely manner;
* Communicates and coordinates regularly with appropriate others to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

. Performs other directly related duties consistent with the role and function of the

classification.

Required Knowledge, Skills and Abilities

‘(at time of appointment)

. Knowledge of current public sector purchasing practices, State laws and City Ordinances;

] Knowledge of business methods, markets and purchasing practices;

® Knowledge of various grades and qualities of a variety of materials, supplies and
equipment used by various departments;

® Knowledge of standard office procedures, practices and equipment;

| Ability to operate a personal computer using standard or customized software
applications appropriate to assigned tasks;

° Ability to communicate effectively with others, both orally and in writing, using both
technical and non-technical language;

® Ability to understand and follow oral and/or written policies, procedures and instructions;

e Ability to prepare and present accurate and reliable reports containing findings and
recommendations; _

L Ability to operate or quickly learn to operate a personal computer using standard or

customized software applications appropriate to assigned tasks;
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. Ability to use logical and creative thought processes to develop solutions according to
written specifications and/or oral instructions;

. Ability to perform a variety of duties and responsibilities with accuracy and speed under
the pressure of time-sensitive deadlines; .

J Ability and willingness to quickly learn and put to use new skills and knowledge brought
about by rapidly changing information and/or technology;

e Integrity, ingenuity and inventiveness in the performance of assigned tasks.

- Acceptable -E@en‘iené&ahd'i’raining |

s Graduation from high school or G.E.D equivalent; and
. Three years of experience associated with purchasing activities; or
J Any equivalent combination of experience and training which provides the knowledge,

skills and abilities necessary to perform the work.

Required Special Qualifications

* None.
Essential Physical Abilities

o Sufficient clarity of speech and hearing or other communication capabilities, with or
without reasonable accommodation, which permits the employee to communicate
effectively;

o Sufficient vision or other powers of observation, with or without reasonable
accommodation, which permits the employee to monitor assigned areas;

® Sufficient manual dexterity with or without reasonable accommeodation, which permits
the employee to operate a vehicle;

® Sufficient personal mobility and physical reflexes, with or without reasonable

accommodation, which permits the employee to have access to all areas of the City.

Approved by: | ~ Date:



